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PROJECT-BASED TRAINING 
Guide for Participants 


Welcome to Project-Based Training. 


During the next few months, you will have an opportunity to learn more about the 
labour market, set career goals, receive skills training and acquire work experience. 
You may choose to find a job after completing your project, or you may want to 
undertake more training to meet your career goals. In either case, the knowledge and 
experience you gain through Project-Based Training will help you make a successful 
transition into the labour force. 


Participation in Project-Based Training is both challenging and demanding. To ensure 
that your experience is rewarding, we encourage you to take full advantage of the key 
people in your project and of the services offered by your local Canada Employment 
Centre (CEC). 


The following information in this handbook is important to you as a participant. If you 
have any questions, do not hesitate to ask your coordinator. 


Coordinator 


Your coordinator has signed an agreement with Employment and Immigration Canada 
(EIC) to develop and administer a project under Project-Based Training. This person 
will be your key contact. You are encouraged to discuss your ideas, concerns or 
difficulties with the coordinator to ensure that the project meets your career goals. 


Training Plan 


Your coordinator has drawn up a training plan adapted to your needs. It outlines how 
you can acquire the necessary skills and experience to improve your employability and 
successfully enter the labour market. The training plan describes the counselling 
activities of the project, the types of training and work experience you will receive 
during the next few months, as well as the job-search and job placement activities. It 
also gives you details about schedules and the location of training. 


The classroom or off-site part of your training plan will provide basic training in such 
areas aS communications, computer literacy and job-finding techniques. You will also 
have the opportunity to learn skills related to the work experience part of your training 
plan. 


A training place host will deliver the on-site training. Your coordinator may act as a 
training place host. The host is an employer who has agreed to provide you with on- 
the-job training, supervision and support. You will be assigned various tasks to help 
you learn specific work skills. This training experience with a local employer is a 
valuable link in your transition to the labour market. 


Letter of Understanding 


The Letter of Understanding confirms your participation in the project and outlines your 
responsibilities and those of the coordinator. It must be signed by the coordinator, a 
CEC officer and yourself. 


Income Assistance 


The project coordinator will normally determine if you are eligible to participate in the 
project. In some cases, however, an officer of EIC will establish your eligibility. In 
other cases, both the EIC officer and the coordinator will be involved in this 
assessment process. 


You will receive either a training allowance or, if you are eligible, Unemployment 
Insurance (U.|.) benefits. You may be eligible for other allowances such as dependant 
care and living-away-from-home assistance. If your U.I. benefits are scheduled to run 
out before the project is completed, they will be extended to allow you to finish. Your 
coordinator will explain the income assistance to which you are entitled. 


Should you decide to leave the project because of a job, other training or for personal 
reasons, you must inform your coordinator. The coordinator may wish to discuss this 
decision with you. You should be aware that your allowances will end and, if you are 
receiving U.I|. benefits, they may be affected, depending upon your reason for leaving. 


Hours of participation 


Your hours of participation will be explained by your coordinator. They may vary 
depending on whether you are participating in on-site or classroom training, or in full- 
time or part-time training. You will be expected to follow the schedule and attend both 
classroom and on-site parts of your project. Normally, your plan will not demand 
participation of more than 35 hours a week. If you have any difficulties with the 
schedule, discuss them with your coordinator. 


Holidays 


You are entitled to statutory holidays while participating in Project-Based Training. 
Generally, you will take such holidays as Labour Day and Thanksgiving on the day 
they occur. This may vary according to the needs of the project and the training place 
host who is providing you with work experience. 


Absences 


Should you require time off for a job interview, a medical appointment, or for family- 
related responsibilities, you must make arrangements IN ADVANCE with your 
coordinator and either your trainer or training place host. In the case of absence 
because of illness, call your coordinator and either your trainer or training place host 
as soon as possible. You should be aware that the coordinator has to inform the CEC 
if you are absent without approval. An unauthorized absence may result ina 
reduction of your income assistance. 


Human Rights 


Employment and Immigration Canada subscribes to equal opportunity in all of its 
programs. This means that discrimination is prohibited on the basis of race, national 
or ethnic origin, colour, religion, age, sex, marital status, family status, disability and 
conviction for a crime for which a pardon has been granted. Likewise, all employers 
who are under provincial jurisdiction must abide by their provincial human rights 
codes. Should you have any questions concerning your rights, please contact your 
coordinator, the EIC officer or the CEC. 


Health and Safety 


It is essential that you learn how to protect your health and prevent accidents in the 
workplace. For that reason, your training place host will explain the health and safety 
requirements of your work site to you. In addition, the trainer will provide information 
on health and safety in the workplace. 


Employment and Immigration Canada has arranged for you to be covered by Workers’ 
Compensation or a similar insurance coverage. Be certain that you know the 
requirements for reporting injuries in case you have an accident while on the project. 
Ask your coordinator if you are unsure of the procedure for reporting injuries. 


Canada Employment Centre 


lf your coordinator is unable to help, your CEC can answer any questions about your 
income assistance. The CEC can also provide you with information on opportunities 

for further training and on job openings in your community that would suit your needs. 
Check with your CEC for information on the full range of its services. 


EIC Officer 

From time to time, a program officer representing EIC will visit your project. The EIC 
officer is responsible for ensuring that the objectives of Project-Based Training are 
being met. During these visits, the EIC officer may conduct group discussions with 
participants or, if time permits, the officer may meet with you on an individual basis. 
Record of Achievement 

Your coordinator may provide you with a Record of Achievement or another document 
that will describe the skills and work experience you will have acquired during the 
project. The coordinator, trainer and training place host will provide content 
information, assessment and guidance in the completion of this document. This 
record will be particularly useful to you in the writing of your resume. 

Further Information 

You are welcome to discuss your project with any of these key people - the 


coordinator, the trainer and the training place host. Space is provided below for you 
to write their names and telephone numbers. 


Coordinator 


Telephone number 


Trainer 


Telephone number 


Training Place Host 


Telephone number 


Other 


Telephone number 


Digitized by the Internet Archive 
in 2023 with funding trom 
University of Toronto 


https://archive.org/details/31/61116380/700 
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